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U.E. Department of Housing
and Urban Davelopment
Oflice of Housing

Instructions for Completing Py
Management Reviews of '%aw

Multifamily Projects OMB Approval No. 2502-0178 (exp. 11/30/33)

Public repcrting burdan for this collection of information is estimated to averaga 4 hours par response, including the tima for reviewing instructions, saarching
axisting data sources, gatharing and maintaining the data needed, and complating and reviewing the collection of information. Send commants regarding this
burden astimate or any other aspact of this collection of information, including suggestions for reducing this burden, to the Reports Managemant Officer, Office of
Information Policies and Systems, U.S. Department of Housing and Urban Deveiopmant, Washington, D.C. 20410-3607 and to the Office of Managementand
Budget, Papsrwork Reduction Projact (2502-0178), Washington, D.C. 20503.

Detailed instructions are contained in Chapter 6 of HUD Handbook 4350.1. Form HUD-9834 shall be used for all on-site managementreviews,
Limited management reviews require completion of those line items of form HUD-9834, Summary Sheet, that are shaded. The Loan Man-
agement Branch Chief determines the method for gathering this information. All categories of the form HUD-9834 shall be used for all com-

prehensive management reviews,

A.Prior to On-SGitg Visit

1. Therealty/loan technician should thoroughly review the project
file, answer the questions on Form HUD-$834 marked with an
asterisk (*) and alert the realty/loan specialist to any imminent
or existing problems,

2. The realty/loan specialist should:

2. Review the forra HUD-9834 questions completed b:-:he
reaity/loan technician; the most recent physical inspecuon,
annual financial report, and occupancy review; and other
relevant file documents. This review will help the realty/loan
specialist to identify potential problem areas on which the
review should focus and to determine if other HUD staff
{e.g., the Financial or Occupancy Specialist) should partici-
pate in the on-site visit.

b. Cail the owner/agent to set up a date for the on-site review.
Confirm the review date in writing. The owner/agent should
be given at least a two-week notice.

B. On-Site Visit

1. Complete all questions on form HUD-9834. Document other
significant observations.

2. Double check information and answers completed in the HUD
Field Office prior to the on-site review.

3. After you have answered all of the HUD-9834 questions, hold
aclose-out session with the owner/agent. Discuss your observa-
tionsand conclusions. Let the owner/agent explain his/her opin-
ion of the cause of the problems and suggest recommendations
for correction and target completion dates (TCD).

C. After On-Site Visit

1. Complete the Management Review Report Summary Sheet,
form HUD-9834, as follows:

a. For each -of the 45 management tasks, indicate whether
existing conditions and operating procedures are acceptable
or whether corrective action or improvement is needed (see
codes on top of form). For each line item on which action
is needed, a statement of deficiencies, recommended or
required corrective action and target completion date
(TCD) must be completed on the bottom haif of the form.

b. For each of the six major categories (Lines 1,11, IIl, [V, V &
V1) indicare your assessment of the appropriateness and f-
fectiveness of the owner's/agent's management operation.
On line VII indicate your assessment of the owner's/agent's
overall operation. Consider the condition of the project at the
time owner/agent assumad responsibility for project opera-
tions. :

c. On page 3 of the form, thoroughly explain the facts and rea-
soning underyling any unsatisfactory or below average rat-
ing.

d. Mail report with an appropriate cover letter. If managsr was
rated below average or unsatisfactory, management must be
afforded an opportunity to appeal the rating before the report
is distributed to Headquarters.

e. Guidance onappeal procedures is provided in Section 2.6. of
Chapter 6 of the Handbook 4350.1.

2. Distribute the compieted forms as follows:
a. Page 2 (Summary Sheet) and Page 3: Send the originals to
the project owner and copies to:

(1) Management Agent (gets original on HUD-owned proj-
ects)

(2) Project file

(3) Mortgagee _

(4) When management is rated below average or unsatisfac-
tory and after the appeals or time frame for the appeals
has expired, send copy of the HUD-9834 Summary Sheet
and owner's/agent’s response to:

{a) Headquarters, Office of Multifamily Housing Man-
agement, to the attention of the Office Director
having management responsibility for the project.
{[fthe ownerlagent does not submit a response within
thirty (30) days of the dace of the Management
Review Report, then submit the form HUD-9834 and
conduct follow up activities 1o secure response and
submit the owner’s response when received.)

(b) Direcior, Participation and Compliance Division,
HUD Headquarters.

(5) Management Agent's file, if maintained.

b. Form HUD-9834. File in project file.

3. Conduct follow-up action to verify whether required actions
have been completed. Enter date correction was verified in
right-hand column of Page 3 of the form HUD-9834.
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4355.1
tanagement Review an Ursan Dovalommont ™ PN
Summary Sheet Otfice of Housing

OMB Approval No. 2502-0178
Iror each item reviewed, mark a block in column A (acceptable), M (management 1o corract within 1 yr.), or | (iterms requiring immediate action).

After disscussing items with owner or management agent, enter the estimated completion date in the TCD (Target Completion Date) column.

Projsct Number: j Section of the Act: Name of Owner : Date of Report :

Project Status Purposs of Report : Type of Project : No. of Units Inspected : Date of Inspection
insured [ JHUD-Held [_] HUD-Owned (7] Limited Review (] subsidized

Cmip Non-Insured ] Comprehensive Review, [} Unsubsidized

Project Status :
Current nder Mortgage Current under Workout/Modification D Foreclosure in Process
Delinquant Under Morigage Delinquent under Workout/Modification

Name of Management Agent :

Management Term (mmvddryy):

Raport Based on :

thru
[T HUD Oceupanc Review Date : On-Site Interview with : Name of Resident Manager :
[, parcy
D HUD Physical Inspection Date : D Visited Agent's Office with :
Projpct Nams & Addrass :
Date Hired ;
A. Maintananco & Sacurity [A M | TCD | 28 TenantFiesand Recards -

71, Ganeral Physinal Condition Do
2

s ! III. Leasing and Océupancy Rating
Work Scraduling i DSuperiorD Satisfactory[ ] Below Average

7:Pravenfys Manisnance" o [ Junsatistactory
4. Unitinspactions ; D. Tenant/Management Relations AlM 1 TCD
B VacantUnitPreparation i 29. Tenant Participation
6. Equipmentand Inventory Controls ! 30. Provision of Tenant Services
7. Procuramantand Supply Practicas | 31. Use of Community Space
.8, Secunity Program. .- 32. Tenant Satsfaction
8. Energy Conservation IV. TenantUManagement Ralations Ratings
I. Maintenanca and Security Rating DSupenorDSatisfaclory Eﬁelow Average
HSuperiorD Satisfactory DBelow Avarage DUnsatisfactory
Unsatisfactory E. Drug-Free Housing Policy A[Mi| TCD
B. Financizal Marnagament LA M TCD 33. Uniform, Written Tenant Selection Plans That
10. Accounting and Bookkeeping ’ Aid And Support Drug-Free Housing.
w:1 40 Budget Managamant o : 34. House Rules That Aid And Support Drug-Free
12.:Cash Convols. Housing.
13. CostControls

Evidence oG Us
. Overall Project Plan For Drug-Fr
Projact Owner/Agent is A Member of Local
Drug-Free Housing Task Force (if formed).

14. Submission of Reports g ‘

15, Financial Compliance
38, Rentai Coffettion

17. Fee Coilaction Practices V. Drug-Free Housing Policy Rating
18. Accounis Receivable/Payabie ' BSuperiorD SatisfactoryD Below Average
18. Reservas and Escrows [ Unsatisfactory
1. Financial Management Rating | F. Genaral Management Practices AiM | I TCD
E}Sup@nor[:' Satisfactory [:] Below Average | - 38.: Cwner Particinatio
[ Unsatisfactory 39. Organization and Supervision
C. Leasing & Occupancy Mt TCD 40. StaffingandPersonne! Practices

20 Tonaot Sslsction and Grentator
21. Vacancy and Turnover
22. LeasssandDepcsits

#:23: Rem Sehedula Comphign .

24, Applicaton PTOCossing - 45. Management Plan and Agreement

: Hecartification System V1. General Management Practices Rating

26. Monthly Vouchers uperiorD SatjsfactoryDBelow Average
27. Eviction Procadures Unsatisfactory

Oneratng Froaauas araManials

Insurance and Bonding

VI1. Rating of Ovorall Management Opaeration (mark applicable box): DSuperior DSatisfactory D Below Avarage D Unsatisfactory
Signature, Name & Title of Parson Preparing this Report &Date : . Signature, Name & Thie of Person Approving this Report & Date :
Page 2 form HUD-9834
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ftem
No.

'

For each "M’ and 'I' item checked, describe findings and give recommendation for correction. Explain any
“Below Average” or “Unsatisfactory” rating. Use photocopies of page 3 as Continuation Sheets, if necessary.

Date Completion
Veritied

Page 3
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Management Review
Questionnaire

Part A: Maintenance and Security Review mostrecent physical inspection report before responding to the itams below. Chack to see If corractions
requested in the raport have been made. If the report indicated sarious problems or if the inspection was made more than 9 months ago, you should request the
HUD Maintanance Engineering Staff to compiate a new Physical Inspaection Report in conjunction with this review.

WA W

1. General Physical Condition

a. Are groundsandlandscapingin accepta!;Ie condition?

b. Are exterior painted surfaces such as stairs, railings, decks, porches,
windows, doors, etc. fras from cracking, scaling, chipping, peeling or loose
paint?

¢. Is the project generally free of broken windows, broken light globes or
seriously damaged exterior doors?

d. Are hallways, stairways, elevators, laundry rooms, garbage areas and other
public areas ciean?

e. Isplaygroundequipmentin safe and acceptable condition?

f. Is the project free of obvious fire/satety/health hazards or housing code .
violations? : N

g. s project free of lead-based paint contamination on surfaces exposed to
children?
Nota: An obvious health hazard related to lead-based paint would be
deteriorated paint conditions on the interior walls and woodworks and
exlerior painted surfaces.

h. Have repairs or corrections calied for on tast annual physical inspection
been satisfactorily compieted?

i. Have alllatentdefects baen corrected? If not, list depository and amount of
any construction @scrows remaining.

2. Work Scheduling

a. Are maintenance and anitorial employees provided with written schedules
for routine work (i.s., mowing lawns, cleaning trash areas, etc.)?

b. Are emergency items given priority and acted upon quickly? Maintenance "
program can best be described as (check one):

[:}Preventive DCorrective DDeferred

c. lsemergency maintenance service available after reguiar working hours?

d. Are purchase orders and work orders required of maintenance staff?

e. Doesmanagementhave a system for raceiving, assigning, completingand
billing work orders and for astablishing work priorities?

Avg. no. requasts raceived per day

Avg. response time Current backlog

3. Preventive Maintenance

" a. Isthere a schedule for preventive maintenance/servicing of all iterns listed
below? Check schedules in use and indicate in parentheses whether
sarvicing is donae by on-site staff (0) or by contractor (c}.
D Heating and A/C Equipment ()
[:] Hot Water Heaters { )
{1 cleaning Carpets and Drapes { )
D Inspect Roof and Fascias ( )
D Major Appliances ()
(] Elevators ()
[] Motor Vehicles { )

5/92

Page 4 form HUD-8834




Appendix 9
4355.1

NIAC Y RE Remarks 7
b. Are exterminator services provided regularly as nacessary? Are tenants
properly notified?
c. Ara sewer lines and roof gutters and downspouts cleanad periodically?
d. Are lawns and plants fertiized and trimmed at appropriate time of year?
e. Isrecreational equipment sarviced/stored as seasonal changes dictate?
f. Are exterior windows cleaned on reguiar basis?
9. Isthere a schedule for exterior painting? Is it followed?
4. Unit Inspections (Inspect at least 2 occupied and 2 vacant units selected at
random.)
a. Inthe case of long-term tenants:
1) are units inspected on a regular basis?
2) are units redacorated on a regular basis?
3) isthere awritten schedule for the inspections and redecorating?
b. Inthe case of vacant units:
1) are move-in and move-outinspection forms used?
2) isthere a system for biiling tenants for damages?
3) ischarge back to tenants for damagss itemized in writing? Do
charges to tenants appear reasonable?
¢. Is the condition of units inspacted satisfactory? How many units were
inspected?
§. Vacant Unit Preparation
& Does management have a system to monitor timely preparation of vacan-
cies for rentai?
Average praparation time for vacated units is days.
Number of vacant units requiring substantial rehab is
b. Is preparai.... of vacant units free from delays due to:
1) lackof funds?
2) insulficiant supply of parts maintained at project site?
3) use of contractor instead of on-site staff, or vice versa?
8. Equipment and inventory Controls
a Ismaintenance work area and storage space adequate?
b. Isthere a satisfactory inventory system for accounting for tools, equipment,
supplies and keys?
c. lIsaiist ofequipr'r;ént and appliance serial numbers maintained?
d. Are equipmentand tools adequate to perform maintenance tasks?
e. Isa copy of the project's as-built drawings on-site?
7. Procurement and Supply Practices
a. Does the project maintain alistfile of vendors who sell services orproducts
to the project?
b. Isanadequate amountof supplies kept on hand at al! times?
c. Is there evidenca that tha project has shopped around and compared prices
to obtain supplies and services at the most favorabie terms available?
d. Are copies of maintenance and/or service contracts available for review? -
Page 5 form HUD-9834
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T NAA, Yos ¢ | No. 1l v Remarks

6. Does the project maintain a listcard file on outside contractors? Check

sarvicas currently contractad with outside contractors and identify name of
contractor and annual amount of contract.
Annual
Name of Contract
Service Contractor Amount
D Elevator $
D Exterminating
D Apartment Cleaning
D Heatingand A/C
D Plumbing
D Security
D Trash Collaction
{:] Decorating
D Grounds
D Other
{*Indicate (by asterisk) whether there is an identity-ot-interest relationship
between the contractor and the owner oragent.)

f. Isinformation on pricing of goods and services from identity-of-interest firms
and/or central service units reviewad for the propriety of such transactions
and the reasonableness of the resulting charges to the project?

¢ Do recordsindicate thatmanagement has:
1) inspacted contractor's work before authorizing paymant?
2) pursued corrections neaded?
8. SecurityProgram
a. Isexterior lighting adequate for protection and visual security?
b. Isthe project free of major security problems? Ifnot, check problem areas.
D Break-ins
D Vandalism
D Auto Theft
D Personal Assault
D Other
¢. Check typa(s) of sacurity service available.
D Tenant patol
D Volunteer organization patrot (e.g. Guardian Angels)
D Paid car patrol
D Paid on-site guard
D Police Department car patrois in excess of normal for area
d. Istype and level of security service appropriate for this project:
6. Review of police reports for project addrass:
D Violent Crime Arrests
D Non-citizen Ingligible Alians
D Drug Activity
Page 6 form HUD-9834
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Yos i

NGO

" “Remarks

©

Energy Conservation

a. Has the project complied with the provisions of the Natural Gas Pipeline
Safety Act (e.g., cathodic protection, etc.)?

b. Hasthe owner/agent compared the utility rate schedules to assure that the
most economic rate schedule is used?

c. Has management attemptad to reduce energy consumption? Check meas-
ures undertaken.

[} Caulking and weatharstripping
[} storm doors and windows

D Watersaver davices

D Extrainsulation

D Conversion to individual metering
[ consumer aducation

D Other (spacify)

d. lIsthere a current HUD-approved Energy Consarvation Plan?

e. Ars the improvemaents being implemented in accordance with the approved
plan?

1. Maintenance and Security Rating
l:’ Superior
D Satisfactary
{T] BelowAverage
D Unsatistactory

Part B—Financial Management (This section will assist HUD staff in evaluating the morigagor's system of financial and accounting controls, as wall as the
mortgagor's compliance with HUD financial reporting requiremaents. If some or all of the following questions have baen coveredin the Audit Compliance and internal
Controi Quastionnaire portion of the IPA Audit, Appendix 2 of Handbook IG 4372.1, the finding of that audit should be presented below as appropriate and no further
analysis of those areas is required. If, however, the auditor's unqualified certification concerning somae or ali of these questions is not available, additional review will

be necessary to raspond to these items,

When possible, questions should be addressad to the individual responsible for the functions under review. A thorough review of all financial reports in the HUD office,

including an analysis of ths latast annual audited statement, shouid be completed prior to the field visit.)

10. Accounting and Bookkseping
a. Are books and records maintained as required by HUD Handbook 4371.1

(Chapter 4)7? Check books of accounts maintained. Indicate where books
may be examined: O - owner's office; A - agent's offica; P - project site.
D General Ledger ()
D Rent Receivable Ledger( )
D Geaneral Journal { )
D Cash Receipts Journal ()
[:] Cash Disbursements Journal { )

D Accounts Payable Journal ( )

b. Are rental recsipts deposited in the name of the project in a federally insured
account? f trustaccountis used for disbursements, are only HUD-insured
projects in the pool and is the project's balance transferrad to the project
account atleast once monthly?

¢. Are operating funds, security deposits, reserve funds, and flexible subsidy
funds maintained in separate accounts and properly secured for authorized
use?

Page 7

-7-

form HUD-9834

5/92




Appendix 9
4355.1

NFA
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~ Remarks

d. Doesthe mortgagor make frequent postings (atleastmonthly) to the iedger
accounts?

8. Is owner adhering to HUD-approvad repayment Plan? {i.e. loan from
reserve for replacemant, 236 excess income, capital improvernent loan,
alc.)

11. Budget Management

a. Isanoperating budget prepared annuaily andisit approved by the owner?
ifyes, abtain copy of currentyear's budget.

b. Iscurrentbudget on site and used by staff to monitor and control operating
oxpenses?

¢. Are monthiy or quarterly reports prepared indicating variances between
actualincome and expenses and budgetedincome and expensas?

‘d. Arerentincrease requests submitted o HUD promptly when needed?

12. Cash Controls

a8 Arecollections depositedon the day raceived or, pending deposit, are thay
properly controlled?

b. Are there adequate controls over cash accepted? Check controls used.
D Prenun:beredrentreceipts

D Bank collections

E] Safe
D Lock Box

¢. Do different persons handie bank deposits and accounts receivabie, or is an
alternative safeguard in effect?

d. Are all disbursement checks prenumbered, properly identified with account
numbers and supported by vouchers or invoices? Is the supply of unused
checks adequatsly safeguarded and under the custody of persons who do
not sign checks manually, control the use of facsimile signature plates, or
operata the facsimiie signature machine?

6. Are funds (ie., receipts, disbursements, petty cash, elc.} pariodically

checked on a surprise basis by a responsible official (othor than on-site
employees)?

f. Ara bank statements reconciled promptly upon receipt by somaone other
than check signer and by one who has no cash recoipt or disbursemant
function?

13. Cost Controis

a. Doesowner/agent solicit bids (formal or informal}in order to obtain materi-
als, supplies, and services on most advantageous terms to project? it yas,
give recent example:

o

Ara bills (including mortgage payment) paid in sufficient time to avoid late
penaities?

Are vendor bills paid in time to obtain maximum trade discounts?

o

d. Areoperating expenses (including taxes and utilities) periodically reviewed
to assure thatprojectis paying the lowest possible rate? Identity any efforts
by owner/agant taken to reduce expanses/effect cost savings.

Do project operating expenses appear reasonable compared with similar

projacts? Indicate latest MIPS rating and check problem areas flaggad by
MIPS,

[JAdministratve [ JMaintenance [uiiiiyy
D Taxes & Insurance D Financial

Page 8
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14. Submission of Reports

‘a. Have the following financial reports been submitted on a timely basisand in
acceptabie form?

1) Annual Auditad Financial Statement
Datelastrepontwasdue ____/___ /__
Date lastreportreceived ___ /[

2) Monthly Accounting Report (93479, 80, 81)

3) Excess income Report (HUD 93104) (Section 236 only)

4) Quarterly performanca report for projects on fiexible subsidy, modifica-
tion, workout, atc. (9813¢)

5) Annual operating budgaet (cooperalives)

b. Does agentowner contact CPA early enough to enable CPA to prepare

report within 60 days of close of fiscal year?

*c. Doesagentgaenerally provide sufficient documentation for rentincreases?

15. Financial Compiiance and Condition -

*a Hasallexcessincorme due HUD been submitted? On Section 236 projects,
excess coilections are to be calculatad on HUD 93104 and sent to HUD
monthly. On 221(d}(3) BMIR projects, excess rental collactions are 1o be
deposited in the residual receipts account with the mortgagee within 60 days
after close of fiscal year.

*b. Have all required deposits to the rasidual receipts fund been made?

*c. 1f the owner/agent has taken unauthorized distributions, reimbursements or
supervision fees, have these bean repaid? If no, indicate amount due
project.

*d. Is management fee paid to agent in accordance with time schedule and
‘amount specified in management cartification? If not, enter:

Fee peragreement $ ( %)
Fee Pe 73 ( %)

*e. Is agent charging project for expenses which the agreement requires agent
to pay?

f. Has owner corracted all findings on HUD audits or on the annual review? List
findings outstanding.

“g. Doesannualfinancial analysis or MIPS printoutindicate that project:s free
of actual or incipient financial problem? For each of iast 3 years, enter annual
cash flow or deficit before depreciation:

18 - $
19 $
19 3
h. s current HUD-approved rent schedule sufficient to meet project neads?

“i. Does balance in security deposit trust account equal or exceed liability? If
not, explain how deficit will be funded:

j. W security daposits are invested in an interest-bearing account, is interest
passaed through to tenants or transferred to projectaccount?

*k. Complete the following as of end of last month ( / / )
Cash $ Accounts Receivable $

Accounts Payable $
Page9 form HUD-9834
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16. Rentai Collection Practices

a. lsthare a written rental coliection policy?

Late charge of $ on day.

Delinquent notices sent on days ,

Eviction procedures commaence on day.

Referredto collecticn agenton day.

b. Doesrantcollection policy in affact reflact that stated in approved manage-

maént plan?

c. Does rent collection policy appear to be uniformly applied? (Check rent

collection cards on a sample of tenants at various stages of dslinquency.)

d. Isanagedtenantdalinquency report prepared monthly?

1) During an average month, how many tenants have not paid their rent by
the tenth of the month?

|

!

2) During an average month, how many tenants have not paid their rent by :

the end of the month?

17. Fee Collection Practices (Those faes thatare collected separately from ;

rent that should be reflected in lease and house rules.)

a. Mandatory meals

b. Pets

18. Accounts Recsivable/Payable

a. Aretenantaccounts receivable within acceptabls limits? Amountof receiv- .

ables in No. 15K is % of monthly rents due from tenants. Of this
amount, $ is more than 30 days past due.

b. Does procedure for write-off of bad debts appear reasonabla?

¢. Has annual “write-off of tenants’ accounts raceivable for the last two fiscal

years been lass than 1% of gross rents due from tenants?

Tenant delinquant accounts written off last 12 manths aquais
3 .

Are accounts payable reasonably current? Indicate armount of accounts
payable more than 60 days old: §

19.

Reserves and Escrows

a. Complete chart below.

As of / /

Name of Reserve Total

Per Unit

Monthly
Deposit

Heldin
Intorest-Bearing
Account?
Yes/No

ReplacementRaserve $ $

Gen. Operaiing Res. (Co-ops)

Residual Receipts

Other

b. Do the balances in replacement or general operating reserve accounts

appear adequate to meet future needs? If not, what action is recommended?

‘¢

. Have monthly deposits to these reserves been increased since the project
was completed?

Page 10
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No- .

Remarks "o i

d. Has mortgagor/HUD performed analysis to detarmine future Replacement

Reserve needs?

Is only one account (i.e., the appropriale reserve or operating expense
accountjbeing billed for repairs that are eligible for reimbursement fromthe
reserves?

11. Financial Management Rating

D Superior

[:] Satisfactory
D Below Average
D Unsatisfactory

Part C—Leasing and Occupancy (The responsas to some of the items in this portion of the review may have been covered in a previous HUD Occupancy Raview
tin the Audit Compliance and Internai Control Questionnaire portion of the IPA Audit, Appendix 2 to Handbook IG 4372.1, Audit Guide for Mortgagors Having HUD
insured or Secretary Held Multifamily Mortgages for Use by Independent Public Accountants. If both the report and the Audit Questionnaire indicated satisfactory
parformance, a spot chack of tenant files and some of thesae items may suffice. Ifhowever, an on-site, in-depth occupancy review has not been completed within the
past 3 months or if there has been a tumover in on-site staff since the last review, parform a full occupancy review in conjunction with this management review. In addition

to intarviewing appropriate project staff, also raview a reasonable sample (approximately 15%) of the tenant files.)

diNIA
20. TenantSelaction and Orientation
a. Have writtan tenant selection procedures been established? I yes, ask to
see a copy. If no, describe procedures for reviewing and approving tenant
applications.
b. Has project implemented tenant preference requirements? Ask to see a
copy of tenant waiting list, or other documentation,if either is available, to
ascertain.
¢. Does management check references of applicants? Checks with:
Previous Landlord
Employer
Personal References
Croait Bureau (Cost=$
Crher
d. Is affirnative marketing plan on site? Does advertising program reasonably
comply with affirmative marketing plan? Estmate racial mix of current
tenants:
Ethnicity
American Indian or Alaskan Native %
Asian or Pacific Islander %
Black % .
Hispanic %
White %
e. Has any local authority or project owner received compiaints of prohibited
discrimination? (e.g., basedon race, age, sex, handicap, familial status)
f. Ifan applicantisrejected, does managemen' provide the applicant with an
explanation for the rejection? Is the explanation written?
g. Are newtenants given informational handbooks or manuals?
Page 11 formHUD-9834
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. Doesprojectstaff personally interview new tenants and provide orientation

to the project? Check topics covared.
D Project Rules

[] Lease Terms

D Maintenance Request Procedures
D Explanation of Appliances

D Location of Shopping, Schools, Trar'xsponation, Community Services,
etc.

D Griavance Procedure

D Security Deposit and Charge Backs
D RentPayment Procedura

D Energy Consarvation

[:] Subsidy Policies and Rules

. Do project staff and naw tenant jointly inspect unit prior to occupancy?

21,

Vacancy and Turnover

Is the vacancy rate satisfactory and not excessive? List month-end vacan-
cies for last 6 months.

Month Total Avg,

No. Vacant

No. Vacant Today (%)
No. Ready for Occupancy

Avg. Length of Vacancy = days

Is vacancy percantin 21a abova less than vacancy factor used in iast rent
increase approval? Used %.

Is project free from vacancy problems due to any of the following factors? If
not, check the factors contributing to vacancies.

D Security Problem

[:] Non-compaetitive Amanities

D Inadequate Markating

D Project Reputation

D Bedroom Mix/Size ( bdrm hard to rent)
D Poor Maintenance

E] Rents too High

D Location

D Lackof Demand -

D TenantManagement Relations

. Is advertising program in use appropriate? Check type of ads used and enter

cosymonth.
D Newspaper ($ Mo.)

[ Radio (s Mo.)

D Contacts with community groups ($. Mo.)
(J otner (specity)

Doss the project maintain a waiting list of prospective tenants? Is the list
updated regularly? How many are now on list?

Page 12
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. Has the project had a significant turnover problem? Indicate number of units

becoming vacant during the tast six months.

Month Total Avg.

No. of Units — %

22,

Leases and Doposits

On subsidized projects, is HUD mode! lease used? if not, has lease in use
been approved by HUD? On non-subsidized projacts, does lease meet
HUD requirements?

Ifnecessary, are the HUD approved lease and/or the owner's/agent's rulas
and regulations available to project tenants in foreign language version?

In Section 236 projects with tenant paid utilities, is the model lease being
used in compliance with the provisions of Chapter 4, Section 5 of Handbook
4350.1 with respect 1o tenant paid utilities? Check to assure regulatory
agresementhas also been amended.

Is amount of security deposit within limits set for this HUD program?

Are the security deposit and first month's rent the only charges made when
applicantis accepted for occupancy? Listother charges and amo: ~ts.

Type Amount
$

Has the projectimplemented tha petrule (elderly only) requirement?

Obtain copy of pet poiicy to ascartain if the pat policy and amount of pet
depositisreasonabie?

Has the Pet policy {elderly oniy} been inccrporated into the lease?

AentSchedule Compiiance

s a HUD-approved Rent Schedule (HUD-92458) on file? Listand compare
the rental charges.

Rent FormHUD-92458
Used Rent

Rent
Used

FormHUD-92458
Rent

Bedroom $ $
_____Becroom
Bedroom

Bedroom

Bedroom
Bedroom
Bedroom

Bedroom

. In non-subsidized projects, is the gross potential income from apartments

equal to or less than rents approved on the latast Form HUD-824587

In Section 221(d)(3) projects, is the rant for each dwelling unit at or below the
upper limit of the approved rent range shown on the latest Form HUD-
924587

In Section 236 projects, are Basic Rents and Market Rents the same as
shown on the latest Form HUD-92458?

In project receiving Section 8 assistance, are rents charged for Section 8
units the same as rents charged for all similar units in the project?

Are charges for equipment and services included in the rent the same as
shown on the latest Form HUD-924587 Do these charges equal or exceed
management's cost for providing these services and equipment?

Is the other income-producing space in the project rented at or above the
rates shown on the latest Form HUD-924587
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‘o5

= No L

Remarks.. -

Are the number of non-revenue producing dwelling spaces at the project the
same as shown on the latest Form HUD-924587

24

Application Processing

Are proper income limits used?

Are income, assets (if applicable) and medical and other expensas (child
care allowance, handicapped assistance expenses, elderly household
allowance) independently verified?

Isincome properly calcutated? Are deductions fromincome properly caicu-
lated?

1s size of unitreasonably related to size of the family?

. When tenants are paying their own utilities, have certfication/recertfication

forms (Form HUD-50059) bean revised 1o reflact utility allowance?

. Are application forms signed by both the tenant and the owner and sent to

HUD on a timely basis?

. Are appropriate preferance rankings appliad to prospective tenants?

25.

Recertification System

Does management use a tickler system to identify recertifications that are '

coming cdue? Are recertifications completed on or bafore the anniversary
date?

Is request for new verificatian of income sent to tanant at least 60 days
before the anniversary date?

to the effective date of the rent change?

. Ara tenants notified of any rent change resulting from the recertification prior -

26.

Monthly Vouchers

Is project utilizing all subsidy units allocated to it? Complete the following |

chart. Explain why subsidies are not used.

i
i
i
|

Secondary Subsidy RentSupp. RAP LM Sec. 8

Existing Sec. 8

Sec. 23

Fiex. Subsidy

Total

(1) No.ofUnits
Approved

(2) Annual Contract
Amount 3 $ H

lyrs.

(3) No. of Units Used

LastMonth

(4

EstimatedUsage
This Year $ $ $

lyrs,

Are monthly vouchaers submitted to HUD on time?

Are billings properly prorated for move-ins and move-outs?

Are claims for Section 8 vacancy payments supported by accounting
records and owner recertifications?

Does agent monitor monthly subsidy usage and promptly request increases
in contract authority when warranted?

27.

Eviction/Termination of Assistance Procedures

Does managemant have a written policy for handling evictions?

b. Are eviction palicies and procedures consistent with HUD requirements?

. When tenants are evicted, are they evictad only with good cause and are

they given adequate notica of the reason for evictions?

Page 14
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4355.1
L. NA ] Yes T No Jii: “Remarks
d. Are eviction procadures initiated promptly, whaen warranted?
1) Number of evictions completed during last 6 months
2) Average cost per eviction $
3) Eviction handled by:
D attorney on staff of owner/agent
D attorney on contract
D attornay on call
6. IsLegal Services actively involved in evictions at this project?
f. Doesevictior procedure compiy with that shown in approved management
plan? Describe process used in evicting tenants for causes other than
nonpaymentofrent.
g. Does management provide written policy on termination of assistance to
tenants (e.g. incorporatedinto a tenant handbook)?
h. Are thess policies consistent with HUD requirements?
i. Number of terminations of assistance incurred over the past year:
28. TenantFiies and Racords
a. Aretenantfiles organized, properly maintained, and securedin a confiden-
tial manner?
b. Dotenantfiles contain all the necassary forms and documents? Are these
signad by the tenant and the owners, as required? Check items typically
foundin files.
D Application (signed)
D Income Verifications
L .easa (signed)
[7] Lsase addenda
D Sacurity Daposit Recsipt
i:Ji Recertification Form(s)
D UnitInspaction
D Correspondence, including complaints and requests for service
D Cther
c. Is there a chronological record of maintenance inspaction and work for each
unitmaintained in the project office?
1I1. Leasing and Occupancy Rating
*a. Occupancy Review Compliance—List deficiencies in occupancy proce-
dures noted in prior occupancy review(s) or elsewhare (a.g. Appendix 2 of
4372. 1) which ara still outstanding.
Review Corrected Action
Date Deficiency Yeos No : Needed
Page 15 form HUD-9834
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b. Rating:
D Suparior
[ ] satistactory

D Below Average

j
|
1
|
D Unsatisfactory :

Part D—Tenant/Managemsnt Relations (Whan assessing tenant/managemant relations, the critical pointis whether or not managementis aware of and sensitive
to tenants’ concerns and is using the optimum resources available to address these concerns. The principal sourcas of information for completing this saction will be

correspondanca in the project file, interviews with on-site managemant staff and, when appropriate, intsrviews with some residents of the project.)

Y.

29, TenantParticipation ]

a. Isthere an active tenantorganization at this project? |

b. Does the tenant organization appear to represent the majority of the °
residents? What tenants appear to be under-represented? !

¢. Does the tenant organization meet frequently with managemsnt? Give
frequency Date of last meeting i

d. Istenantorganization supported by project funds? How much?.

6. Are thers brochures and newsletters available regarding project policies and
activities? Does managementancourags tenantinput to the newsletter?

f. Is tenant involvement in project operations encouraged? Chack areas in
which involvementis encouraged.

[ Project rules

[7] Redeccrating schedule
[} Use of community space
D Energy conservation
[[] social service program

D Security program

g. Have tenants been notifiad of and given an opportunity to comment upon
proposed rental increases, capital improvements, proposed sale of project,
change of ownership/management agents, and other areas whera tenant
notification and comment is required by HUD?

30. Provision of Tenant Services

a. Has management made efforts to datermine what community resources and
social services are available to meet tenant needs?

b. Do social services provided by either the project or neighborhood appear
adequate to meet the tenants needs? Check services available and identify
agency providing the service (i.e., CETA, city/county/state; church/school; |
community groups, elc.)and any cost to project. i

Source Cost to
Agency Project

E] Child Care
D Recreation
D Health Care

Vocational Training/
Job Placement

D Meals

D Financial Counsaling

(] substanca Abuse Counsaling
D Other (specily)
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NN g

Yeos

No

Romarks i

. Has management made an sffort to employ tenants? If so, describe and

indicate how many tenants have been employed in the past two years.

3

Use of Community Space

Is indoor community space adequate and is it in satisfactory condition?

. Does managing agent plan and use the space effectively?

. Have writtan procedures been established for reserving the space (includ-

ing a lee schedule, when appropriate)?

Is outdoor recreation space adequate and in good condition?

32.

Tenant Satisfaction

. Doresidents appear reasonably satisfied with the overall quality of housing

sarvicas provided by the project?
Maintenance Services

Security

Social Services

List any areas of dissatisfaction

Does managemsnt respond promptly to maintenance requests and other
resident compiainis?

Do projact files indicate itis not necessary for tenants to communicate with
HUD to ressolve projact problams?

Does managemant have an effective method for resolving tenant griev-
ances and are the tanants aware of it?

1V. Tenant/Managemant Relations Rating

[ Superior
[ Satisfactory
{_ Balow Average

{J Unsatisfactory

Part E—Drug-Free Housing Policy

a3.

Uniform, Written Tenant Selection Plans That Aid and Support Drug-
Free Housing.

34,

House Ruies That Ald and Support Drug-Free Housing.

3s.

Evidence of Drug Use/Sales at Project Address.

a.

Police Reports/Arrast Records

b.

Physical Inspection/Paraphernalia

36.

Overall Project Plan for Drug-Free Housing

37.

Project Owner/Agent is A Member of Local Drug-Free Housing Task
Force (if formed).

V. Drug-Free Houslng Policy Rating

[ Superior
[ Satisfactory
[T BelowAverage

[ Unsatisfactory
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Part F—General Management Practices (Thoroughly review the management plan and managemant agresment before completing this Part of the review.
Ityou determine in Question No. 43a that tha management plan does not refiect systems and procedures in use at the project, or if you believe that the systems and
proceduras setforth in the plan are not appropriate for the project, in Part | spacity deficienc'es and recommend revisions to practices/content of the plan.)

,,,,,,, Remarks
38. Owner Participation
a. s the projoct owner actively involved in project affairs? I yes, describe.
b. Does managsmentagent submit reports to owner as required by manage-
mantagraemantor plan, ifone exists? Check reports required and indicate
frequency. (Obtain copies, if possible.)
Type Frequency
D Cash flow/accounting ;
D Move out/move in ;
! |
(] Delinquency ? f
: ; |
[] Maintenance ; ‘ i
! . i
D Other (spscily) ' ! :
c. If project is owned by a cooperative or nonprofit entity, does Board of i : ‘
Directors mast regularly? How often? ; ; ' !
- i
d. If projactis owned by a cooperative, are minutes prepared? I
38. Organization and Supsrvision i ‘ i i
‘a. Do management agreament and plan, if they exist, and/or the Management | : !
Entity Profile and Management Certifications, clearly describe the reiation- .
snips and responsibiliies of the owner and the agent? Do on-site sta'f under- | |
stand these relationships? x . ;
b. Dossowner/aganthave a systemvprocedura for providing field supervision | i
ofon-site personnel? , |
1 |
Name of Fiald Supervisor(s) i }
!
Freq. cf Visits by Supervisor i : i
c. Are linas of suparvision between on-site staff and agent's central staff i
described in writing and understood by staff? ! !
d. Are duties of on-site stafi described in writing (. g., job description, etc.) and ! ;
ara they clearly understood by on-sita staff? : ;
6. Has the owner/agent astablished a written personnel policy for employeas? | !
| ;
40. Staffing and Personne! Practices
*a. Listali staff billad 1o projectaccount.
Name * Tite Date Hours Monthly Salary or | ifa free elpt.T Position
Employed per Wage give approvedin
Week number of | mgmtplan?

bedrooms | Yes/No

‘Indicate by astonsk those employees living on site.
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4355.1
S NFA S Yes ik No Remarks
b. Does above staffing reasonably correspond to that submitted in support of
lastrentincrease?
¢. Are the number of skills of staff appropriate for this project?
d. Arestaffrecruitedin accordance with affirmative action and tenantempioy-
ment goals specified in management plan?
41, Operating Procedures and Manuais
a. !sacopyof the current management plan, if it exists, on-site and available
to staff? If not, answer N/A,
b. Do on-site staff refer to this plan in their day-to-day activities?
c. lsthere a procedures manual on site for staff use? (Obtain copy, if available.)
d. Dossmanual adequately cover HUD requirements?
8. Are HUD manuals, handbooks or other guide materials available on site for
staftuse?
42, Training
a. Does owner/agent have a formal ongoing training program for its sta#?
Chaeck typas of training used.
D On Site (Frequency )
] IReM
D HUD Seminars
[] NoHM
D Loca!Colleges
D Other (specify)
b. Whaenon-site staff have questions or concerns, do they know who to call for
assistance? Who do they call?
c. Doesowngriagenthave a system to keepon-site staffinformedofchanges
i ei~ar HUD policies or project operating proceduras?
43. On-Site Ctlice Administration
a. Arathere signs enabling applicants/tenants to easily locate the office?
b. Isoffice organized and neatin appearance?
c. Areotfice hours posted?
d. Are office hours conveniant for prospective applicants and tenants?
6. lIsrantcollection policy posted?
. lsaftirmative fair housing sign posted?
g. Are emergancy phone numbaers posted?
44. Insurance and Bonding
a. Listcurrentinsurance coverage and premiums.
Basic Annual
Coverage Premium
Proparty 3 $_
Liability $ $
b. Is property insurance adequate to cover repiacement cost? |
¢. Has the project been able to obtain property or liability insurance coverage
without any major difficulties? If not, describe problems.
Page 19 form HUD-9834
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""" =1 NI Yos Romarks

d. Hasthe ownar/agentattemmpted to obtain lower insurance coverage rates?
lfyes. describe.

e. Does the owner/agent have a fidelity bond which is at least equal to potantal
collections for two months and which provides coverage for all employees
handling cash? (Obtain copy, ifavailable.)

45. Management Plan and Agreement

a. Have owner and maraging agent executed and submitted an appropriate
management certification (Form HUD-3839-A, B, or C) to HUD? Date of
certification / / .

b. Isthe agentin compliance with the terms of the management certification?

c. Has a managaement entity profile been submitted to HUD and is it relevant to
the agent’s organization and how it operates? Date of profile

/ /
d. Is there an approved management plan relevant to the needs of the project?
e. Ifaplan exists, is the owner/agent complying with the managemant plan?
f. is a managementagreement in force? Term of Agreement / /
thru / / Management Fee %

g Is the agent in general compliance with the terms of the managemant

agreament, if one exists?
V1. General Management Practices Rating
(] superior
(] satistactory
D Below Average
D Unsatisfactory
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